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FI1LING A SF 278 REPORT

This guide covers the basic steps for filing, viewing and amending

Financial Disclosure Management a SF 278 report in FDM.
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Creating a SF 278 Report
Welcome
¥ Annual Incumbent SF 278 Reports are due 15 May,
¥ Annual Post-Employment Certification is completed concurrent with SF 278 submission onling. To create a new SF 278 report:
4 Tostart a new SF 279 report dlick “Add New Report”,
4 Towork on an existing report select a report from the table below. 1 On the My Reports tab C“Ck Add NeW Report
. ’ .
My SF 278 Reports
Year Reporting Status Review Status Last Updated G ettl n g Sta rted
2006 hew Entrant Draft 10/19/2006 %‘

2. Review the information on the screen and then click Continue.

Report Status
3. Select the appropriate Report Status and click Continue.

The following screens vary depending upon the Reporting Status
you selected.
Financial Disclosure Management - Incumbent filers select the year covered by this report.

ISR i - New Entrant filers select if you are a Reserve Component
General Officer and then enter your appointment date.

| e 7 |
plal - Termination filers select their Termination Date.
What is the reporting status for this report? . V‘T:: 2t

@ Inzrk o iha .

i The SF 278 has four different report statuses:

C ~emnation oo

C Inzntert ard “erninaton et . . .

ele ) Incumbent Select Incumbent if you filed a report in the

4Back Continue ¥ e

i previous year and are still in the same position
.f::dn,m, as when you filed your last disclosure report.
& An Incumbent report is due annually, no later
than May 15th following the covered reporting
calendar year.

New Entrant Select New Entrant if this is the first time you
are filing a disclosure report. The new Entrant
report must be filed within 30 days of assuming
a new position.

Termination Select Termination if you are leaving a covered
position, which required you to file a SF 278.

Incumbent/ Select Incumbent/Termination if you

Termination anticipate leaving your covered position within
90 days after the May 15th annual deadline
and have requested and received an agency
extensions.

Checkpoint

4. If you do not have any existing reports in FDM, the
checkpoint page displays a reminder message regarding the
date this report is due. Review the information on the screen

and then click Continue.
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Financial Disclosure Management
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Pre-Populate Report .

+ by should 1 e my

® Ere-pnpu\ate iy report with the report [ have selected below -tis cption allows vo. to st che data from 3 previaws epart as a startirg s

118 124 CNE, Rote: Vitualy allincumbents should use this option.

tegers o pre-populsze
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() Don't pre-papulate my report - this aption alows yaL =o craate a reort with nc Jat3 ineut.

4Back Continue ¥

Financlal Disclosure Management

Hachmants | Commens | F L I
8F 278 Report
m oetnome  |[ Tensatiore |[ Gitsett | laiites | sgeements |[ Postios | eaplp |
Add Pasition
Please povid2 th2 followirg infarnasicn abact yaur Fede-a Govarament pasicon. o Clossan
Title of Pasition: Aelre Dey Drecler
Organization: Haz zrd Secuty

O Dapartrient of the Arry
) other: b

Start Date: s
End Date: { Ode I i)

9 Fresent:

Department or Agency: {

oSave @ Cancel

Financial Disclosure Management
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Underlying Asset:

[ This is an underlying asset.

Filing a SF 278 Report

Pre-Populate Report

FDM simplifies the maintenance of financial disclosure reports
by allowing you to carry over any previously entered financial
disclosure reporting information when creating new reports.

5. Select an existing report to pre-populate this report or
select Don’t Prepopulate and click Continue.

6. Review the Due Date, Contact Information pages and
click Continue. The report now has a draft Review
Status.

Position History

You must list all covered positions held with the Federal
Government during the applicable reporting period.

7. Click Add New Position to add information about the
position for which you are filing this disclosure report
otherwise, click Continue.

Attaching a Job Description

8. Click Add Job Description to upload a Job Description if
necessary, otherwise, click Continue.

Report Data

Information in the Report Data sections relates to the filer,
spouse and dependent children. You must click through all
sections of the SF 278 being sure to select No even if you do
not have any information to disclose for that section.

The process for entering report data is the same no matter
what type of information you need to report. For example, on
the Assets page, if you have reportable assets follow the steps
listed below.

Assets
9. Select Yes, and then click Continue.

10. Type the appropriate asset information and click Save.

Underlying Assets

Report any underlying assets that you would be required to
report if held individually rather than as part of the plan.

11. Be sure to click Add Underlying Asset beside the
appropriate asset on the Assets page or be sure “This
is an Underlying Asset” is selected on the Add Asset

page.
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The following Report Data sections are included in the SF 278
financial disclosure report.
- Other Income

- Transactions- New Entrant and Nominee filers do not
have to complete the Transaction section of the SF 278
disclosure report.

- Gifts

- Liabilities

- Agreements
- Positions

- Compensation - Only New Entrant and Nominee filers
must complete the Compensation section of the SF 278
disclosure report.

Financiai L/isciosure Management

Reports List : Attachments Comments Flags : Audit Trail Vlew[Prlnt Rewew Status
Draft - L X. Knox_30, 2007 New Entrant (02/01/2007) SF 278 Report

Wrap-Up

| Getting Started | [[Assets | [Uisbilties | [ Agresmants | [[Fositions | [ Campenzation | B ]
Report Ready for Submission - R R . R
During Wrap-up, FDM alerts you of any incomplete or missing
¢ Timely filing avoids a mandatory $200 late filing penalty. p it ez Ee? ) )
. ;—‘I::;jo 1 review the red |nformat|0n .
The following issues have been detected in your report: A—
Red Flags - Your reubnrft has Z‘bRa:d Flag(s). ¥ou should cD_rreEtﬂaqged
Ry el staisp e YEur report, Questions - contact Review your report flags and correct any errors before
© Submit Nov with Red Flags submitting your report. A red flag indicates required
O Review my Flags
information is missing and that it should be provided
4Back Continue before the report is submitted. A yellow flag indicates that

ity and Pri Nofice I Helo | ibilite | Developed by C-F LG

information is missing but is not required in order to submit
your report. SF 278 Filers can submit the report with the
errors if you must meet a deadline.

Financial Disclosure Management

Reviewing Flags

12. Select Review My Flags and click Continue.

e Ee T 13. Click Edit beside any flagged area to adjust that entry.
T e [ 320505 | \ 14. When complete, click Wrap-Up. The Report Ready for
e e e e Submission page is displayed.
i Lo == Report Ready for Submission
- : 15. On the Report Ready for Submission page, select Submit

Now to submit your report for review to your Senior
Legal Counsel and Supervisor. Click Continue.
Note: You can also opt to select Submit Later if you cannot

complete your report at this time.

Financiai i/isciosure Management

eSigning a SF 278

€5Ign Report

Common Questions:
view this report b Gllesemy

16. Select the reviewer(s) who will review your report and
m.rrmu&mgyh;n?umv,k:;,wt‘s;;;n, Criread and gl fies T Have atlacho are s, wiplets, and then click eSign,

iy Lhia 11 SEual PusLEnl e Corbleliun oo Nulllialiug Ly Seriur Olfiials un
e A e b o e e o ) Riave not knowingly vioisted
Toce oe0 e et bl 15 Forbral Barairmel whilo Hhes ors 1 Fedoral Sorss

Note: Click View this Report to view and print your report prior
to submission.

nce with the Digital s Act of 1999, [ recognize that my eSignature (Electronic or Digial
hall he given rhe IPal s tha the
at b i

e ol ol

Tu jon that [ havs providad and not the pressntation
ot o e npaaton Smthe Laen o AHALeG Aaas

Step 2: Subri iy report Lo An e-mail message is sent to your selected reviewers
Training X. Sle 278 1 (Senior Legal Counsely . . . . g . .
O3 ity . Suptr_275.3 Guprisun) indicating that your report is awaiting their review.

Step 3: eSign your report
View this report

Filing a SF 278 Report
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Financiai Lisciosure Management

My Info | Resources

Reports List

Welcome L X. Knox_29

¥ Annual Incumbent SF 278 Reports are due 15 May.
¥ Annual Post-Employment. Certification is completed concurrent with SF
278 submission online,

@ To start a new SF 278 repart click "add Mew Report”,
4 To work on an existing report select a report from the table below,

My SF 278 Reports

=3 add New Report

‘Year | Reporting Status | Review Status | Last Updated
Amend
Wiaw

2007 Incumbent 03f02/2007
Security and Privacy Motice | Help | Accessibility | Developed by: C-E LCMC

Under Review

Common Questions

+ What iz the Annual
Post-Employment
Certification and
Matification?

o Iz there 2 "combat
zone extension” for
completing the Annual
Past-Employment
Certification and
Notification?

s Glassany

Viewing and Printing Your Report

At any time, you can view and print your financial disclosure
report.

1. On the My Reports | Reports List page, select the
appropriate report.

2. Click View/Print and then click View/Print again. The
financial disclosure report displays in a separate browser
window.

Printing a Report

3. Select File | Print and then click Print.

Amending a SF 278 Report

Amending a report voids your last digital signature on the SF
278 report. You must digitally sign the SF 278 report again
once your amendments are complete. FDM notifies all the
reviewers who completed an initial review of your report prior
to this amendment informing them that your SF 278 report
has changed since it was last submitted.

As with drafting or editing your SF 278 report, you must go to
Wrap-Up to complete the amendment process. During Wrap-
Up, you must Re-certify your changes and re-sign your report.

1. On the Reports List Page, click Amend beside the
appropriate SF 278 report.

2. Make the appropriate additions/corrections.

3. When complete, click Wrap-Up. The Report Ready for
Submission page is displayed.

4. Submit and eSign your report.

Comments

Adding a Line Item Comment

Adding a Report Comment

2. Click Add Report Comment.

Comments can be added to specific line items or to the SF 278 report itself as substantive or non-substantive comments.

1. Click Add a Comment beside the appropriate line item you added. The Add Comment page is displayed

2. Type the appropriate information and click Save.

1. Click Comments in the My Reports submenu. The Comments page displays.

3. Type the appropriate information and click Save.
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